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GYfsD

INTRODUCTION

Welcome to Oracle iSupplier!

Oracle iSupplier is equipped with a Help section on each page if
you require assistance.

The following pages have been designed as a supplement to the
existing help screens and to help you navigate through your Oracle
iSupplier experience.

Screen shots have been incorporated to help make your journey a
smooth one. Notes, outlined in red, have been strategically placed
on each screen for ease of reading. Red arrows and highlights have
also been inserted for clear indication of topic.

Remember at any time the Help Icon may be used for additional
aide. If you are still uncertain or have further questions, please feel
free to contact the Purchasing Department at 972-287-3009 or email

us at bids@garlandisd.net.
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1. Login Screen

L, * User Name || I

7
// - (same as your Microsoft/Outlook user name)
Password | |

(example: 4u98v23)

Login Cancel

Log in with provided User
Name and Password. If you
have forgotten, please contact
the Purchasing Department at
?:;clzshlanguagﬂ 972-487-3009 or email
bids@garlandisd.net.

Forgot User Name/Password?

Accessibility [ None v

Once in Oracle, click on the 3 horizontal lines
)

- ° U
= E-Business Suite * ol 1) | Logged inAs BIDS@GARLANDISD.NET (7] (O]
' Favortes . Setings . Workist Hp  Logout

Announcement +
Welcome to Oracle E-Business Suite! . @ *

Not sesing what you need? Use the menu above iSuppiier Home Page iSourcing Home Pa... Add Favorites
nextto the GISD logo to see all your available (QISDEweRgis s (DT En
cholcas (3 horizontal ines, aka, hamburger

icon).

You can also personalize the choices available
on your homepage by selecting Add Favarites
(icon with a star and plus sign). Simply click your

favorites, choose Add, and they/ll appear as a

favorite here.

From Drop Down Menu, select iSupplier Home Page

| Search

GISD iSupplier-iISourcing User

|  iSourcing Home Page - Bids

u abowve iSupplier Ho
(GISD iSuppi

lable

=r

ilable
irites
ck ywour
as a

l
{
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1.1 How to add a Responsibility Icon as a Favorite

]
o
T S D E-Business Suite Select Favorites Fav:'es. Seﬁs : wn$ﬂ | Logged InAs BIDS@GARLANDISD.NET 0

Help Logout

Announcement

Welcome to Oracle E-Business Suita! . E w

Not seeing what you need? Use the menu above iSupplier Home Page iSourcing Home Pa... Add Favorites
(GISD iSupplier-iSo. (GISD iSupplieriSo__.

next to the GISD logo to see all your available
choices (3 horizontal lines, aka, hamburger
icon).

You can also personalize the choices available
on your homepage by selecting Add Favorites
(icon with a star and plus sign). Simply click your
favorites, choose Add, and they'll appear as a
favorite here

© U
E-Business Suite * 'm' " | Logged In As BIDS@GARLANDISD.NET o O
Favoriles - Setiings « Worklist Help Logout

iSupplier Home Fage (GISD iSupplier-
iSourcing User)
Announcement

| iSourcing Home Page - Bids (GISD iSupplier-
Welcome to Oracle E-Business Suite! iSourcing User)

Not seeing what you need? Use the menu above iSupplier Home Page
(GISD iSupplier-iSo. .

next to the GISD logo to see all your available

choices (3 horizontal lines, aka, hamburger

icon)

You can also personalize the cheices available
on your homepage by selecting Add Favorites
(icon with a star and plus sign). Simply click your
favorites, choose Add, and they'll appear as a
favorite here.

Select the pencil.

* (0] [ U]
|  Logged In As BIDS@GARLANDISD.NET
Home Favorites - Settings « Worldist -+ Logout

Manage Favorites Cancel | Apply
Search for Functions
Function Prompt Responsgbilty v Select Responsibility from the drop down.
Description # Go Select Go.
Function Prompt Description Menu Hierarchy Responsibility Count
No search conducted.
Favorites
@TIP You can only update favorites that are available for your current login
@TIP Only links to pages outside Oracle E-Business Suite can be set to apen in & new window (or tab)
Select Favorites: Remowe | Add Outside Link | sss
] Wove Favorit Descripti R ibili URL Open in New Wind,
u avorite escription esponsibili en in New Window
Up Down p p ty P
O ® @ iSupplier Home Page (GISD iSupplier-iSourcing U- iSupplier Portal Home Page GISD iSupplier-iSourcing User
O ® @ iSeurcing Home Page - Bids (GISD iSupplier-iSoul Users can access supplier negotiations home page: GISD iSupplier-iSourcing User
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1.1 How to add a Responsibility Icon as a Favorite continued

o] ©

Favorites - Settings Workdist -

Manage Favorites Cancel  Apply

Search for Functions

Function Prompt Responsibility GISD Internal iSupplier v
Descrigt\on A So

Select Functions: Add to Favorites | +ss

[CJ Function Prompt Description Menlu Hierarchy Responsibility Count

[_] Home Page GISD Internal iSupplier 0

Favorites

@TIP You can only update favorites that are available for your
@TIP Only links to pages outside Oracle E-Business Suite can be S 0pen in a new window (or tab)
Select Favorites: Remove | Add Qutside Link | =o=

Move

Down Favorite Description Responsibility URL Open in New Window

=
©

@
©

The responsibility chosen will be listed here.

@
©

Oo0oo
@ @
1S &

Select Add to Favorites.

Select Apply.
Go back to the Home Page and the icon should appear.

o (o}
() * a '. | Logged In As BIDS@GARLANDISD.NET LI)

Home  Favortes  Seftings~  Worklist Logout

Manage Favorites Cancel || Apply

Search for Functions

Function Prompt Responsibility v
Description Go

If you would like to remove an icon, Select the responsibility | " L Count
from the list and Select Remove.

TIP Only links to pages outside gracle E-Business Suite can be set to open in a new window {or tab;
Select Favorites: | Remove s
— Move

o Down Favorite Description Responsibility URL Open in New Window

@ ® iSupplier Home Page (GISD iSupplier-iSourcing U iSupplier Portal Home Page GISD iSupplier-iSourcing User

o) o) iSourcing Home Page - Bids (GISD iSupplier-Soul Users can access supplier negotiations home pag GISD iSupplier-iSourcing User
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2, Display Preferences

E-Business Suite * o] | —wyged InAs BIDS@GARLANDISD.NET o
Favorites « Setiings Worklist - Help
Preferences

Manage Proxies

Access Requests
Announcement

Welcome to Oracle E-Business Suite! . E '

Add Favorites

To get to Preferences, Click Settings
then Preferences

Mot seeing what you need? Use the menu above
next to the GISD logo to see all your available
choices (3 horizontal lines, aka, hamburger

iSupplier Home Page
(GISD iSupplier-iSo...

iSourcing Home Pa...
(GISD iSupplier-iSo.

icon)

‘You can also personalize the choices available
on your homepage by selecting Add Favorites
(icon with a star and plus sign). Simply click your
favorites, choose Add, and they'll appear as a
favorite here

2.1 Display Preferences

General Preferences Cancel || Resetto Default ~Apply

Current Session Language American English v

General

| Display Preferences

Application -
Default Application Language American English + o

Catalog Preferences

Accessibility
Purchasing Defaults -
Accessibility Features None v @ N
Puchasng CLMDetauts In General Preferences— Display Preferences
Isua

you can set:
Home Page Style Framework Simplified v @
Page Header Display Style Both Links and Icons v
Top-level Menu Display Style Icons and Links v i

e  Thelanguage

. How the date will be viewed

Forms Launch : g
e  The Time Zone of the Supplier

(O Always Launch New Forms Session °

@ TIP Select this check box to launch Ferms in a new Forms session when using Java Web Start

Change the password

Access Keys

(] Disable Access Keys
@ TIP Select this chack box to disable access keys in all accessibility modes.

Territory  United States
Date Format ~ dd-MMM-yyyy (30-Mar-2022) v
Timezone (GMT -05:00) Central Time

Regional

Number Format
Currency
Client Character Encoding

10,000.00 v
US Dollar v

Western European (Windows) v

Change Password _

2.2 Access Requests

= ( S D E-Business Suite * a
Favorites - Settings . Worklist -
' Preferences

Manage Proxies

Jged In As BIDS@GARLANDISD.NET

Access Requests
Announcement

Welcome to Oracle E-Business Suite! . @ '

iSupplier Home Page iSourcing Home Pa... Add Favorites
(GISD iSupplier-iSo... (GISD iSupplier-iS

Not seeing what you need? Use the menu above
o e Click on Settings, then Access Requests
icon). . 11 10 O
This page will list all responsibilities that
You can also personalize the choices available .
on your homapag by salscéng Add Favories a vendor has been assigned.
(icon with a star and plus sign). Simply click your
favorites, choose Add, and they 'l appear as a

favorite here.
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3. Supplier Home

)]

- (ol
= iSupplier Portal 4t ) | Logged InAs BIDS@GARLANDISD.NET (2]
' Favorites Setiings - Woridist Help

The Supplier Home Icon enables the supplier to see quickly
. Notifications, Orders At A Glance, and Shipments At .
T A Glance. By choosing one of the topics, the supplier
o~ will see any of the notifications that need to be addressed, all

Assessments Manage Supplier Br...

orders either pending or fulfilled and shipments delivered and
Search PO Number v Go received.
I Notifications Planning
FullList Orders
e « Agreements
Subject Date - Purchase Orders
No results found + Purchase History
Shipments
« Delivery Schedules
LL Orders At A Glance + Ouerdue Receppls
Receipts
Full List . Receins
ot « Returns
PO Number Description Order Date
. On-Time Performance
No results found
Invoices
« Invoices
Payments
+ Payments

3.1 Notifications

— iSupplier Portal " | Logged in As BIDS@GARLANDISD.NET o
' Favorites 5 ‘Worklist -+ Help

Supplier Home Shipments. Finance Product

V'S

search 6o _ From here you can click on the drop down menu

and choose your search or you may type in your

Administration Assessments Manage Supplier Br...

| Notifications search in the box next to it.
Then Click GO
Subject Date + Purchase Orders

No results found. « Purchase History

Shipments
+ Delivery Schedules
I_L Orders At A Glance - Overdue Receipls
Receipts
Full List . Receipts
s « Returns
PO Number Description Order Date

No results found. - On;Tu‘we Performance

= iSupplier Portal * o2 L} | Logged InAs BIDS@GARLANDISD.NET o
' Favorites ‘Worklist Help

B =| B (=]

Supplier Home Shipments. Finance Product Assessments Manage Supplier Br...

Search PO Number ~ Go

I Notifications Planning
Full List Orders

T To view a notification in any section _

- Purchase History

Clle on Fllll IjSt Shipments

« Delivery Schedules
l-\, Orders At A Glance « Overdue Receipts
Receipts

Full List
L - Receipts

- Returns
PO Number Description Order Date

B - ©On-Time Performance
No results found
Invoices
- Invoices

Payments

- Payments
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) o
iSupplier Portal * G '.' | Logged InAs BIDS@GARLANDISD.NET o
' Home Favorites Setlings Worklist - Help Logout

& = y (=]

Supplier Home Shipments Finance Product Administration Assessments

V'S

Manage Supplier Br...

Once you have made your choice on the previous page, your notifi-
View Open Noffications | [(Go cations will be listed. You can see the status of that notification for
F & that particular message. You can also click on the Subject of a

From Type . . . . .
: _ v particular notification and see all the information.
There are no notifications in this view.

@ TIP Vacation Rules - Redirect or aut d to

D!

After clicking on the subject of the notification, it will give you
all the information on that particular message.

3.2 Orders at a Glance

- @ 1
iSupplier Portal 'm' . |  Logged In As BIDS@GARLANDISD.NET o O
' Favorites - ‘Settings - Worklist Help Logout

LY .

Shipments Finance Product Administration Assessments Manage Supplier Br...

Search PO Number v Go

I Notifications Planning
Full List Orders

- Agreements

Subject
Mo results found

Date - Purchase Orders
- Purchase History
Shipments
= Delivery Schedules
Y = Overdue Receipts
I_L Orders At A Glance P

Click on Full List to view - Ful List Re.:e'p‘:

= Retums

PO Number Description Order Date
. = On-Time Performance
No results found

Invoices
- Invoices
Payments

- Payments

° |
iSupplier Portal * 'EI' " |  Logged InAs BIDS@GARLANDISD.NET o QO
Favorites Settings ‘Worklist Help Logout

] L) ' =]

Supplier Home: Shipments Finance Product Administration Assessments

Manage Supplier Br...

Purchase Orders | Agreements View Requests  Purchase History  RFQ
By Clicking on Full List, you will see all the POs.
Purchase Orders This will give you the same information as the Ml B0 Chanes || Export
Views Orders Icon (at the top) will provide. See screen
shots labeled Orders, for further instructions on
View All Purchase Orders v Go navigation. Advanced Search
Select Order: | Acknowledge | Request Cancellation  Request Changes | View Change History e
Select PO Number ~~  Rev Operating Unit  Document Type  Description Order Date =~ Buyer Currency Amount Status Change Request Status Acknowledge By Attachments
5245018 2 Garland ISD Standard PO Testing PO Functionality - DO NOT PAY 05-Dec-2013 12:56:45 Booker, Mark A USD 5.00 Finally Closed
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3.3 Shipments at a Glance

A * o2 »©

Home

1
| Logged InAs BIDS@GARLANDISD.NET o O
Logoutf

Favorites Worlkist - Help

By Clicking on the Shipments Icon,
you will see all your Shipments

Supplier Home

r's

Finance

Search PO Number ~ Go

1 Notifications

Planning
Full List Oders
ee - Agreements
Subject Date - Purchase Orders
No results found. - Purchase History
Shipments
= Delivery Schedules
[ orders AtA Glance + Overdue Receipts
Receipts
Full List . Receipts
o - Retumns
PO Number Description Order Date

- On-Time Performa

No results found.
Invoices

- P~ ]
iSupplier Portal N * £ . | Logged InAs BIDS@GARLANDISD.NET o O

' Home  Favoriles Seftings~  Woridist Help Logout
& o =]

‘Supplier Home Product Assessments. Manage Supplier Br...
-

On the Home page, if you click Full List for
Shipments At A Glance it will take you to this

screen. From here you can pull down the menu

e = Agreemenis

and search. This will pull up any shipments you
may have.

Y

Shipments Finance

Search PO Number
PO Number
Shipment Number
Invoice Number

] N_Payment Number

Planning
Orders

Subject - Purchase Orders

No results found. « Purchase History

Shipments

- Delivery Schedules
+ Overdue Receipts

Receipts

12 orders AtA Glance

Ful List . Receinis
- = Retuns
PO Number

No results found.

Description Order Date

+ ©On-Time Performance
Invoices
« Invoices
Payments

= Payments

Copyright (c) 1988, 2020, Oracle andior ils affiiates. All ights reserved. Privacy Statement

Show all X

- C
iSupplier Portal (1] b ¢ i ) | Logged In As BIDS@GARLANDISD.NET (2]
' Favorites Worist Help

e

Shipments

Delivery Schedules ~ Receipts Returns  Overdue Receipls  On-Time Performance
Delivery Schedules
Simple Search
Organization Q Item Number
PO Number Ship-To Location
Supplier ltem Q Promised Date  (37-M
Item Description Need-By Date
Go
Organization PO Number  Supplieritem  Item Description  UOM Quantity Ordered

No search conducted.

Finance

Quantity Received

Ship-To Location

%f

Product

Carrier Item Number

Supplier Config ID

Assessments Manage Supplier B

Export

Advanced Search

Supplier Supplier Location  Promised Date

Need-By Date

10



3.4 Adding/Editing Catalog Items

Suppliers with approved catalogs have the ability to edit and add items to the catalog using catalog authoring. Call the Purchasing
Department at 972-487-3009 to enable Supplier Authoring. The Purchasing Representative will enable authoring and provide you
with the order number for your company.

&

— - 1
= iSupplier Portal a ‘ |  Logged InAs BIDS@GARLANDISD.NET o V)
' Seftings .- Worklist « Help Logout

B 3 B

Supplier Home Shipments Finance Administration Assessments Manage Supplier Br...

Insert the Global Purchase Agreement Number
Search [PONumher v 5o _ provided by the Purchasing Department into the
search PO field and select Go.

[=] Notifications

Planning
Full List Orders
e - Agreements
Subject Date « Purchase Orders

No results found » Purchase History

Shipments

« Delivery Schedules

I-L Orders At A Glance - Overdue Receipts
Receipts
Full List . Receipts

+ Returns
PO Number Description Order Date

= On-Time Performance
Mo results found

Invoices
« Invoices

Payments

« Paymenis

a (0}
-4 iSupplier Portal n * ﬁ "‘ | Logged InAs BIDS@GARLANDISD.NET
Home  Favorites.  Sefiings~  Workiist

B B & ' B &

Supplier Home Shipments. Finance Product Administration Assessments Manage Supplier Br...

Purchase Orders ~ Agreements  View Requests  Purchase History RFQ

Purchase Orders Multiple PO Change ~ Export

Views
The Global Blanket Agreement should appear at
the bottom of the page. Click on the PO Number

View Al Purchase Orders to view the information. Advanced Search

Select Order: dge  Request Cancellation  Request Changes  View Change History s
Select PO Rev Operating Unit ~ Document Type  Description Order Date ~ Buyer Currency  Amount  Status Change Request Status ~ Acknowledge By ~ Attachments
() 5245016 2 Garland 15D Standard PO Testing PO Functionality - DO NOT PAY 05-Dec-201312:56:45  Booker MarkA  USD 5.00 Finally Closed

Garland Independent School District— iSupplier User Guide 11



3.4 Adding/Editing Catalog Items continued

)

G 7 S D iSupplier Portal

Purchase Orders | Agreements

Supplier Home:

View Reguests  Purchase History RFQ

Supplier Home > Purchase Orders >

Standard Purchase Order: 5245016, 2 (Total USD 5.00)

Currency= USD

Order Information

General

Total
Supplier

Supplier Site
Supplier Contact
Address

Buyer
Order Date
Description

Status

Note to Supplier
Operating Unit
Sourcing Document
Supplier Order Number
Attachments

5.00
TEST SUPPLIER FOR GISD USE
ONLY

GARLAND1

501 S Jupiter
Garland, TX 75042
Booker, Mark A
05-Dec-2013 12:56:45

Testing PO Functionality - DO NOT
PAY

Finally Closed

Garland ISD

None

- S D iSupplier Portal

Supplier Home

Purchase Orders

Agresments

View Requests

Update Blanket Purchase Agreement

* Indicates required field

.0

Workdist -

Assessments

*

Favorites

o
(1

| Logged InAs BIDS@GARLANDISD.NET
Home

e

Shipments

L4 I

Product

Finance Manage Supplier Br...

Administration

Actions | View Change History

ReqesCrnges

st Cance

Select the arrow down button
next to Actions. Then select
the Edit Agreement. Then Go.

QL
Payment Status  Not Paid

Terms and Conditions

Wawincioss

Payment Terms  NET 30
Carrier

FOB

Freight Terms
Shipping Control

WewPaents

Prepaid

Ship-To Address

Address  Oracle Technology Group
501 S Jupiter Road
Gariand, TX 75042

Bill-To Address
Address Garland ISD - Accounts Payable

F.O.Box 461228
Garland, TX 75046-1228

°

Worklist <

*

Favoriles «

0

Setfings -

a
n

Home

Shipments

Q@/'

Finance Administration Assessments

Purchase History  RFQ

Cance| Actions View Approval Work Flow v Go  Save  Approval Options

Search o . -
’ You may edit existing items or add additional
items to the catalog. To edit items, find the ap-
i propriate line item and made the appropriate
Header  Lines ~Controls changes. To add items, select green + icon.
Operating Unit Gariand 15D Status  Approved Currency USD
,:dd Lines: :f\a Upload ¥ Go Dowmoai Lines | B8 A dd 5§ Rows: Agreement Lines Table Rows 11030
Line Type Item/Job ~ Description Category Unit Price Expiration Date Actions
1 Goods Q Print ThinkUpl ELAR Student  INSTRUCTIONé @ Each Q 13.95 fis / FD
2 Goods Q INSTRUCTIONé @ Each Q 2005 fig / fD
3 Goods a Brint Thind Inl €1 40 ehant | [NSTRUCTION! O Each q 1395 YA

avommmrimbs o nidh ]l Tindns D v R snn! bbinnSf 30 s

Garland Independent School District— iSupplier User Guide
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Logout

Go || Export

|
| Logged In As ORDERS@MENTORINGMINDS.COM o U
Help

Logout

Manage Supplier Br...

Submit
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3.4 Adding/Editing Catalog Items continued

— - = 1
= iSupplier Portal n * o] ] | Logged InAs BIDS@GARLANDISD.NET L] V)
' Home  Favorites.  Seffings.  Worklist Help Logout

& L oy m (5]

Supplier Home Shipments Finance Administration Assessments Manage Supplier Br...
Update Blanket Purchase Agreement 5509489, Rev 159 Cancel Actions View ApprovalWorkFlow ~  Go | Save | Approval Options  Submit
* Indicates required field 1‘

) Search

Header = Lines Conlrols

Opegatipg Unit  Garland 15D Status  Approved Amount Agreed  200,000.00 USD
Add Lines: ViaUpload + | Go Download Lines Rws 1115 to Y44
x x X PR ®
Line Type ItemlJob 'Add 5 Rows: Agreement Lines Table | Category Unit Price Expiration Dat|
1251 Goods Q : 7.99 0 13-Mlay-2022 ~
Do not enter data into the Item/Job field. =
1252 Goods aQ This is for GISD internal inventory items 399 0 13-May-2022
only.
1253 Goods Q 7.99 0 13-May-2022

To add items, enter the appropriate data in the “Description Box
(provide a detailed description of the good or service), Category, Unit
and Price” fields. If this item or pricing is only available for a specific
time period, enter the expiration date in the appropriate line(s). When
all items have been edited or added Click the Save and Submit buttons.

F =] S = ' (=)

Supplier Home Orders Shipments Finance Product Administration Assessments Manage Supplier Br...

Purchase Orders | Agreements View Requests Purchase History RFQ

[ Confirmation . .
= This page will confirm the changes have been
Blanket Purchase Agreement | has been submitted for approval. . .
Supplier A - ‘ submitted to the Purchasing Department for
upplier Agreements . a1
PP g approval. The appropriate buyer will either accept Export
Simple Search or reject changes. Advanced Search
Mote that the search Is case Insensitive
PO Humber
Global w
Effective-From Date e
Effective-To Date Y
Go  Clear
PO Number - Revision Global Description Document Type Buyer Order Date v Ci y A Agreed A Rel: d Effective-From Date Effective-To Date Status Attachments Upload
~ Roberts Supplier
Yes Blanket Purchase .. 43.4pr2022 15:00:22 USD 20-8ep-2020 30-5ep-2022 Change
Agreement Pending

Garland Independent School District— iSupplier User Guide 1 3



4. Orders

4.1 View Purchase Orders

— '~y o 1
= -4 iSupplier Portal (4] * 'm' ‘ | Logged InAs BIDS@GARLANDISD.NET o V]
' Home Favorites .+ Settings -+ Workdist .+ (3:1] Logot

E B & v B B

Supplier Home Shipments Finance Product Administration Assessments Manage Supplier Br...

Purchase Orders ~ Agreements  View Requests  Purchase Hi RFQ

Purchase Orders Multiple PO Change || Export

Views Select the View drop-down menu to show options
for viewing Purchase Orders. Select your choice of
View Al Purchase Orders v Go view and then Click Go. Advanced Search
Select Order: = Acknowledge E?equest Cancellalor]\ﬁiequestchﬂngei View Change Hismly] nee h d V 1 . 1] b
Select PO Number -~ Rev ®perating Unit D lent Type  DeSciiftion Order Date 2 Buyer Cul Once you have made your view Se ection, you wi €

5245016 2 GalndlSD  StandardPO Tesing PO Funcionalt-DONOTRAY 05060203 2564 ooker vk ug| 201€ O Requs' tCan“oellatl.(m, .Reques”tChangas, View
Change History. “See highlighted” tabs. Select the PO

in question by Clicking in the circle next to it. Refer to
the next 3 pages for details on each of these options.

lect Order:  Acknowledge Request Cancellation Request Changes

Sele mber -~ Rev Operating Unit Document Type
2 Garland 15D Standard PO

Notes:

Garland Independent School District— iSupplier User Guide 1 4



4.2 Request Cancellation/Changes

. Order Information
General Terms and Conditions ¥
Total 34.92
Total 34.92 Payment Terms NET 30 Received 0.00
Supplier SCHOOL SPECIALTY Carrier Invoiced 0.00
INC FOB Fayment Status Mot Paid
Supplier Site  APPLETOM 2 Freight Terms Prepaid
Address PO BOX 1579 Shipping Control
APPLETON, WI 54912
Buyer ** - Ship-To Address
Crder Date LO:20:32

Address Purchasing Department

Description
501 S Jupiter Rd .
SEIES e Garland, TX 75042 Once you have selected the PO you would like to cancel.
"°Ote fo ts_“'”"u"e_: cortond 15D Click the “Show” under Details. This will toggle to
eratn i 3 . .
Soum:g i B To Suldress “Hide”. From here you can type in your reason for
SUPDNer Orter tmbes e (P |EET cancellation (see highlighted areas) and drop down the
. “Action” box. Select “Cancel” then “Go”
Attachments None P O Box 469026 . .
Garland, TX 75046-9026
SH2)l Details | Hide Al Details
Detlils Line - [[vpe Ttem/ Job Supplier Ttem Description oM Qty Price Amount Status Attachments
= Hide [1 Goods 457082 PLIERS CANVAS STRETCHING |Each 3 11.64 34.92 Open Ten
Shipments
Request Changes
Ship-To Qty Amount Request Cancellation supplier
Shipment Location Ordered Received Invoiced Ordered Received Invoiced Promised Date Need-By Date Jus Line Split Rea

1 3 34.92 30-Jun-2012 23:59:00/30-Jun-2012 23

Viewes Shipments
Return to Orders: Purchase Orders Actions | | Request Changes j Go Export

Terms and Conditions g%.
Receipts
Payment Terms NET 30 Invoices
Carrier Payments
FOB
Freight Terms  Prepaid
Shipping Control

Ship-To Address

Address  Purchasing Department
501 S Jupiter Rd
Garland, TX 75042

Bill-To Address

Address  Garland ISD
P O Box 469026

L e Once you select the “Request Cancellation”
button, it takes you to this screen. Click “Show”
under Details. From here, you type in your rea-

r spedific lines. . .
xnent detais of a line. son for cancelling the PO and select submit.

Supplier Hote to Contractor
1Item  Description UOM Qty Price Amount Delivered Billed Supplier Name Status Global Agreement Supplier Config ID Attachments Reason

457082 ElfrERis Each 31164 34.92 Open lquoteumber | 77723536 28| shipSourceType [INTERNAL | i

W 5
STRETCHING
Start End
Quantity Amount Supplier Discount Effective Effective

Price Received Received Amount Promised Date HNeed-By Date Order Line (%) Date Date Status Attachments Split Reasol Action
11.64 34.92 30-Jun-2012 23:59:00 30-Jun-2012 23:53:00 Open | ;l

Cancel Cancel Entire Order Printable View View Change History i Export ] r Submit u
|8
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4.3 Purchase Order Cancellations/Changes

) . .
= iSupplier Portal * L [ ) | Logged In As BIDS@GARLANDISD.NET (7] (O]
' Favortes - Seffings  Workiist Help  Logout

Manage Supplier Br...

=

Shipments

Supplier Home

o []

Product

Finance Administration Assessments.

Request Cancellation [ Request Changes ] View Change History

Select Order: | Acknowledge | % Previous 28 | 35
PO Operating  Document _ | M[ ].

Select Number  |Rev Unit Type Description Order Date = Buyer Currency Am Status |

o Garland IS0 Stendand PO —= LISD 7,221,365 Cloged

To request changes to a

. Gwand 50 FlandandPa PO, select the PO and U

e swlndsn swedxdro | then select the “Request After requesting the

* Garland IS0 Standard PO Changes” button .4 cancellation, you

i Garland ISD  Standard PO .4 can view all PO'S

£ Garland 5D Standard PO .4 again. From here

c Garland ISD  Standard PO you can view/check

r Garland 150 Standarg PO 13-Dec-2011 12: 14: 58 " thE ETETLIS

"ﬂ Garland 150 Standand PO 13-Dec-2011 11:32:52 5D 580.00 Closed

- Garland 15D Standard PO 13-Dec-2011 11:31: 29 5D T94.53 Closed

':_' Garlard 15D Standard PO 13-Dac-2011 11:31: 26 3y AL USD 1,638.02 Closed

i Garlard 15D Standanrd PO 13-Dec-2011 10:39: 54 =, Kay B USD 134.90 Closed

()]

- @ 1
= iSupplier Portal o3 [ ) | Logged In As BIDS@GARLANDISD.NET o Q
' Favorites - Sefings Workiist - Help

[

Finance

Assessments

Manage Supplier Br...

Shipments.

Supplier Home Product Administration

General Information

Terms and Conditions

Total Payment Terms NET 30
Suppler Carmer
Supplier Site FOB
Address Freight Terms  Prepaild
Shipping Control
Buyer Hopars, Daverty
Order Date  16-Dec-2011 13:18:16 Ship-To Address
Descripbion
Status  Open Address  Sowth Garland High School
Mote to Suppler 600 Colonel Drive
Saurong Dooument Garland, TX 75043
Crganzaton  Garland ISD Bill-To Address
Supplier Order Mumber
Attachments  Nome Address  Garland ISD

P O Box 469026
Garland, TX 75046-3026

To Request the changes,
select the “Show” button.

canwel the entire arder or specic Ines
he Show link to view shipment detals of a line. To split a ine int

o mdtiple delvery dates, dhck the split ine kcon of the desired row and then make changes.

Supplier
Mote to Conbtractor Conf

Them
Line Type Item/Job Revision Supplier Item Description LOM Oty Price Amount Delvered Billed Suppher Name Status Global Agreement ID Artach

=+ 1 Goods |'--=-"=~Hl'=' Each | 11 462.535| 508805 Cipen
=l 2 Goods 672281 Each 2 328.45| ess.50 Cipen

16
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4.3 Purchase Order Cancellations/Changes continued
)

— - P~ o 1
= iSupplier Portal ) * 'm' " |  Logged InAs BIDS@GARLANDISD.NET o Q
' Home Favorites. Worklist Help Logout

' B o ] (=]

Supplier Home Shipments Finance Product Administration Assessments Manage Supplier Br...

Order Information
General Terms and Conditions
(297
Tom NET 20 i)
Supphe 00
Mot Paid
Supplier Sies Prepaid

 Buyer Moore, KevR Ship-To Address Once you have selected the
Order Dave 27-Mar-2012

10:21:18 4dgresz  Herfurth Elementary School PO !I'IUU wou|d ||ke tﬂ mndm'r
7500 Miller Road

Open Rowlett, TX 75088 you wil see the drop down
Bill-To Address “Action” box. Select
= “‘Request Change”. Select

o P 0 Box 469026 “Go". (See Highlighted areas)

Garland, T 75046-9026

Garland ISD

PO Details
Details Lines hypﬁ Item/Job Supplier Item Description UOM Qry Price Amount Status Attachments Reason
T Show|l Goods 0B2455 DICTIONARY CHILD AL ECTRONICENGLISH SPEAKINI Each 3 50.9% 152,597 Open

[

- a ° 1
iSupplier Portal (1) * to] I ) | Logged In As BIDS@GARLANDISD.NET o Q
' Home  Favorites Worklist Help Logout

. e = E . -
Supplier Home Shipments Finance Product Administration Assessments Manage Supplier Br...

Srnmiintmemm—— . Once you have clicked on “Show” it will
Supoier e toggle to the “Hide" view. From here you
== = Erepaid can change the quantity ordered,
P o7 e change the promised date, provide
27 tarz012 . . Supplier Order Line, and provide the
e A erFurth Slamaencary schol e
o 7500 Hilles Raad reason. You may also enter Additional
- o e en Change Requests in the text box. Select
Garland ISD Adcress  Garland 15D “Submit”. (See Highlighted areas)
= | P O Box 469026
— Garland, TH FSO046-2026

HMote o Contractor
Price Armvount Delive redBillec Supplier Name Status Global Sgre

o TG 52,97

Shipments

Quantity Quantity Amount Supplier O rder iscour
Shipemant Ship-T o Location [ > (.] i Am[pmm...d P ;n...d_a.,mm [L.ng -

OR-Apr-3013 23aE5

Cance Cancel Encire Ordar Printable Wieuw Wieaw Change History Export |

Subemit
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4.4 Purchase Order History

Supplier Home

Purchase Orders Agreements |

)

Shipments

Purchase History RFQ

Finance

A * o3 2°

Home Favorites Settings

1
| Logged In As BIDS@GARLANDISD.NET o U
‘Worklist Help Logout

Assessmenis.

Manage Supplier Br...

L4 [ ]

Product Adminisiration

Purchase Order Revision History

You can review Purchase Order
History by imputing criteria as listed

[ Export

Sinple Search below and clicking the Go button. You can also export this
Mote that the seargh is case Insensitive information in to Excel b‘,’
PO Number | selecting the Export button.
Felease Number I
Rev |
Document Type -, i .
Creation Date | = Once the PO is visible below. You can compare to
Revisad Date | | the Original PO, compare to Previous PO and/or
Operating Unit Garlagd ISD 4 Show all PO Changes, if applicable to the PO.
{.u] Clear |
Show all)
PO Operating Ship-To [Cumpare to Compare to PO
Number Rewv Unit Description Buyer |Creation Date Revised Date ~ |Currency Total Location Original PO Previous PO l:'lal'gESJ
1 0 Garland 1SD Mogre, | 25-Jun-2012 10:20:21 usD 34.92 Garand = = =
——— — — — - |Purchase Order Revizion Historw Ae
2200162 0 Garland ISD 20-Jun-2012 19:47:18 usD 3.73 ISC 3 & |
15975 0 Garland 1SD 27-Mar-2012 10:31:17 usD 152.97 Garland = = =
51997 0 Garland ISD . [27-Mar-2012 09:38:01 usD 23.68 |Garland ISO =5 = &
19974 0 Garland 1SD 27-Mar-2012 09:38:01 usD 127.50 |Garland = = =
3 Fi 0 Garland ISD . 27-Mar-2012 09:27:22 usD 155.45 |Garland ISC = & =
0 Garland 1SD 27-Mar-2012 06:52:37 usD 929.55 Garland 5 & =
51997 0 Garland ISD - 27-Mar-2012 06:52:37 usD 55.24 |Garland ISO

il

4.5 Supplier Agreements

..;l

Supplier agreements are purchase
agreements you have made with the
GISD. Click on “Agreements”.

Purchase Orders | Agreements RFQ

Supplier Agreements

Purchase History |

Simpke Search

Haote that the search is gase insensitive

O Mumber |[5195854

s

Global Iﬂ
Effective-From Date [ =l
Effective-To Date | ]
Gao Clear
PO Amount Amount Effective- Effective-To
Buyer |Order Date Currency Agreed Released From Date Date

Humber Revision Global Description

5195854 0MNo 265-12 Art Rolls Leste
and Construction Linda P
Faper

07-Feb-2012 13:20:39 USD 32,000.00 5,503.62 09-Feb-2012 28-Feb-2013 Open

Once you are in the Supplier Agreements page, you can review the details of those
agreements, and the corresponding releases (orders) that have been created for a
particular agreement. Use the search criteria to get a summarized list of agreements. For
each agreement, you can select to view the releases created to date for that agreement.

Garland Independent School District— iSupplier User Guide
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Advanced Search

upload

Status Attachments Status

T

Export
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5. Shipments

The Shipments Tab allows suppliers to monitor delivery status of approved district purchase orders, review posted and

&

G 7 S D iSupplier Portal

Supplier Home

Delivery Schedules = Receipls Refurns  Qwerdue Receipts

Delivery Schedules

Simple Search

Organization Q
PO Numbe

supplier Item

Item Description

Go Clear

Organization PO Number

No search conducted.

Supplier Item  Item Description

5.1 Delivery Status

()]

S G T S Dis..ppnerpm

Supplier Home:

Delivery Schedules | Receipts Retums  Overdue Receipts

Delivery Schedules

Simple Search

Organization
PO Number [
Supplier item

Item Description

Go | Clear

Organization PO Number

Mo search conducted

Supplier Item  Item Description

&

= G 7 S Dis..ppnerpm.
L

Supplier Home

Delivery Schedules | Receipts Relums  Overdue Receipts

Delivery Schedules

Simple Search

Organization a
PO Number
Supplier Item a

Item Description

Go || Clear

Organization PO Number

No search conducted

Supplier Item  Item Description

overdue receipts, review return item request and track on-time performance as needed.

Finance

On-Time Performance

Item Number

Ship-To Locaﬂcr[
Promised Date™™(14-Apr-2022)

Need-By Date  (14-Apr-2022)

UOM Quantity Ordered  Quantity Received

LY

Shipments Finance

On-Time Performance

‘0

Worldist «+

Assessments

o]

Setlings «

O

Logout

| Logged In As BIDS@GARLANDISD.NET (-]

Favoriles Help

Product Administration Manage Supplier Br...

Export

The Delivery Schedules tab allows you to view results page and
quickly determine deliveries that need to be scheduled and/or
deliveries past due. Click the PO Number and Ship To Location
links to view additional details as needed.

e

Ship-To Location  Carrier Item Number Supplier Config ID  Supplier Supplier Location Promised Date Need-By Date

.0

‘Worklist

Assessments

*

Favorites

£t

Settings

V)

Logout

| Logged In As BIDS@GARLANDISD.NET o
Help

%/'

Product Manage Supplier Br...

Export

Within the Delivery Schedules Tab, type in your approved
PO Number to view vital details of delivery

Advanced Search

UOM Quantity Ordered  Quantity Received

==

Shipments Finance

On-Time Performance

3

Ship-To Location  Carrier Item Number Supplier ConfiglD  Supplier Supplier Location  Promised Date  Need By Date

o © 0]

Logout

| Logged In As BIDS@GARLANDISD.NET (]

Favorites Workdist Help

Assessments

Manage Supplier Br...

%f

Product

Export

item Number

Click on Advanced Search for a more detailed
information on Delivery Schedules.

— Advanced Search

Ship-To Location
Promised Date

Need.By Date

UOM Quantity Ordered  Quantity Received

Ship-To Location  Carrier Item Number  Supplier ConfigID  Supplier Supplier Location  Promised Date  Need-By Date

Garland Independent School District— iSupplier User Guide
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5.2 Receipts
)]

- - 1
= iSupplier Portal 'm' " |  Logged In As BIDS@GARLANDISD.NET o O
' Favorites Seltings - Workiist < Help Logout

& B B

Supplier Home: Shipments Finance Product Administration Assessments Manage Supplier Br...

The Receipts Tab allows Suppliers to view Overdue
Deiery Scedules | Receipts _n— Receipts and/or view the details of past due pur-
View Receipts chase order shipments. o
Simple Search Advanced Search
Receipt Number Organization Q
PO Number Item Number Q
(example : 1234) X
Release Number Supplier Item aQ
example - 1224:2) Item Description
Shipment Number Receipt Location a
Shipped Date  (20-Apr- [
Receipt Creation Date Organization Shipment Shipped Date Packing Slip Containers WaybillAirbill Freight Carrier Bill of Lading PO Number Invoice Attachments
No search conducted

) . .
= iSupplier Portal it ) | Logged InAs BIDS@GARLANDISD.NET o O
' Favorites Seltings . Workdist Help  Logout

= B

Supplier Home Shipments Finance Product inistratis Assessments. Manage Supplier Br...

Delivery Schedules | Receipts | Returns  Overdue Receipts — On-Time Performance

View Receipts Export
Simple Search Advanced Search
Receipt Number Organization Q
PO Number Item Number Q
eeamie 1236
Release Number —
e 1235 Within the Receipts Tab, you can enter various search criteria

Shipment Number
Shipped Date (20

to view receipt details: Receipt Number, Shipped Date, PO
Number, Item Number. After entering all relevant search crite-

ria, click Goto view all Receipt information as listed below.
Receipt Creation Date (o] iZzati Bill of Lading PO Number Invoice Attachments
No search conducted

The Receipt Numbers will be listed here. Click on the Receipt
Number to view the date/time of each receipt as needed.

Notes:
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5.3 Returns

C ') S

‘Supplier Home

Delivery Schedules  Receipts

Returns Summary

Simple Search

Mote that the search is ggse insensitive

Organizati
PO Numbs
Receipt Numbx
Shipment Numbs

Go | Clear

Organization
No search conducted.

Receipt Number PO Number

5.4 Overdue Receipts

G ‘7) S Disl.ppuer Portal

Supplier Home

Delivery Schedules  Receipt

Overdue Receipts
Simple Search

Note that the search is case ingensitive

Organization Q
PO Number
Item Q
Supplier ltem Q
Due Date  (20-Apr-2022) Y
Go  Clear
Organization PO Number ltem  Supplier ltem Item Description Due Date UOM  Quantity Ordered Quantity Received Ship-To Location Carrier Buyer  Supplier Config ID

No search conducted

5.5 On-Time Performance

G ") S D iSupplier Portal

Supplier Home

Delivery Schedules  Receipts  Returns ~ Overdue Receipis = On-Time Peﬁonnance_

On-Time Performance
Simple Search

Mote that the search is case insensitive

Organization Q
Due Date (2 2022)  fa
Receipt Number ]
Supplier Item Q WaybilliAirb,
Delivery Status ~
. < —
Organization PO Number  Due Date  Shipment Numb

Shipment Number

R p— Rece.m_

PO Nunlber[
Shipment Number

o]

Seftings -~

1
|  Logged In As BIDS@GARLANDISD.NET o U

Favorites Workiist Help

Assessments

|

Shipments Finance Product Administration Manage Supplier Br...

The Returns Tab allows Suppliers to view the return

history, the causes for goods returned by the buying
company, and inspection results of a shipment.

Export

Advanced Search

RMA Number
Item

Supplier Item
Item Description

Enter ALL relevant search criteria within the provided fields such as:
Receipt Number, Purchase Order Number, Item Description. The
Search Summary results will include basic information along with
details about the return, such as quantities and reason for return.

RMA Number  Receipt Creation Date  ltem Suppl|

2°

‘Worklist .-

Assessments

o]

Seftings -

0]

Logout

|  Logged InAs BIDS@GARLANDISD.NET o

Favorites Help

Finance Product Administration Manage Supplier Br...

The Overdue Receipts Tab allows

Suppliers to view any receipts that

are overdue. Eo

Advanced Search

‘@

Worklist -

Assessments.

o

Settings <

|  Logged InAs BIDS@GARLANDISD.NET o

Favorites - Help

=

Shipments

[ ]

Administration

Finance Product Manage Supplier Br...

The On-Time Performance Tab provides the
delivery status of shipments you made against
purchase orders. You can view your performance
for timeliness of deliveries.

Export

Advanced Search

Item

Lbu
Enter the Receipt Number and/or the Purchase Order
Number and click Go to view vital details as needed to
evaluate performance of shipments

Waybill/Airbill Number Carrier Delivery Status Configuration Id

Mo search conducted

21
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6. Administration

()
iSupplier Portal * (o3 [ ) | Logged In As BIDS@GARLANDISD.NET
Home  Favortes~  Seftings.  Workiist

B B o

‘Supplier Home Shipments Finance Product H i Assessments Manage Supplier Bi

Profile Management The Administration Icon allows you to see your companies’
information which was submitted. Here you can also make
General General changes as needed. General allows you to view your companies’
Company Profis Organization Name  TEST SUFPLIER FOR GISD USE ONLY information such as: Organization, name, Supplier Number,
pany Supplier Number 23120 Taxpayer ID
Organization Alias
Parent Supplier Name m
Address Book Parent Supplier Number

Contact Directory
Business Classifications
Product & Services

Surveys

6.1 Organization

0 ~ . .
‘ iSupplier Portal ] * Q '.' | Logged In As BIDS@GARLANDISD.NET U
' Seffings - Workdist Logout

I ) -f

Supplier Home Shipments Finance Assessments Manage Supplier Br...

Profile Management

sener Organization Here you can add any information about your company. - e
DALNLS Humber Chief Executive Name Once you have entered in the information Click Save
Company Profile Legal Structure q Chief Executive Title
| Organization ame
Year Established Principal Title
Address Book Incorporation Year

Control Year

Contact Directol
" Mission Statement

Business Classifications

Product & Services

Total Employees ©
Surveys
Organization Total Corporate Total
QOrganization Total Type v Corporate Total Type v
Tax and Financial Information ©
Tax Registration Num Analysis Year
VAT Mumbe: Currency Preference q
Fiscal Year End v

- Annual Revenue
] Federal Agncy Potential Revenue
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6.2 Address Book

()]

- a~ o 1
iSupplier Portal n * (o3 [ ) | Logged In As BIDS@GARLANDISD.NET o O
' Home Favorites -+ Setfings - Worldist Help Logout

B ) ¥ =]

Supplier Home Shipments Finance Product Administration Assessments Manage Supplier Br...

Profile Management

Address Book

General

Company Profils Create | | =ss

Address Details Country - Status - Update Remove
QOrganization 501 S JUPITER ROAD . . . . . . . / m
carLanp, Texss 75042 | 'While still under the Administration Icon, if you click
Address Book 501 S Jupiter . .
Gerland, TX 75042 on Address Book it takes you to this screen. Here you s ]

Contact Directory can view your current available addresses. You can

add/remove the addresses. Click on Save to make your
changes. The Purchasing Department may reject re-
quested changes to the “Address Name” if currently
used for an active contract.

Business Classifications
Product & Services

Surveys

Click on Create to add addresses. Once this
information has been entered click Save.

'~y L]
(}) * a "' |  Logged In As BIDS@GARLANDISD.NET LI)
Le

Home Favorites -, Settings «+ Worldist .

Administration: Profile Management: Address Book =

Update Address - save
* Indicates required field

Supplier Name TEST SUPPLIER FOR GISD USE ONLY Supplier Number 23120 You can Update the address you Selected on the
Country United States v Phone Area Code 972 .
* pdress Name | GARLAND phone umper serans | Address Book home page. Once this changes are
* Address Ling 1 501 JUPITER ROAD FaxArea Code 972 complete Click Save.
Address Line 2 Fax Number  487.3009
Address Line 3 Email Address  Bids@Garlandisd.net
Address Line 4
City  GARLAND Purchasing Address
County Payment Address
) state v (J) RFQ Only Address

he flexfield segment State does not exist in the value sat

Address Purpose

.

Purpose Remove
No results found

Note

Note

Inrhire anw arddnnal detaile ahr b the addrcs cunh 2c tha hina of addrce Thic wil h
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6.3 Contact Directory

. (]
— iSupplier Portal n * o] [ ) | LoggedIn As BIDS@GARLANDISD.NET
' Favorites Settings Worklist <

& % y B

Supplier Home Shipments Finance Product i Assessments Manage Supplier Br...

Profile Management

Contact Directory : Active Contacts

General
Company Profle Erealy From this screen you can view, edit, add or delete your
First Name -~ Last Name - Supplier Name 4 . Account Addresses Update
Organization cupar et eersupLer rorasnuse oy | CODtacts that are set up in the system. You can also add P
Address Book test for screen shots TEST SUPPLIER FOR GISD USE ONLY anew contact by Cthlng Create. Each new contact 4
contact Drsciony - Suppler esTsuPPLER For aisp useony || TIUSE be unique based on first name, last name, and 7
Business Classifications Tanya Gatewood TEST SUPPLIER FOR GISD USE ONLY phone number Once you have entered mn the lnfor- v _/’
mation click (Save). It will be routed for approval.

Product & Services
Surveys » Contact Directory : Inactive Contacts

The supplier can link the contacts to the appropriate address. Multiple
contacts can be created and linked to the appropriate address. Select
the person you wish to link then click Addresses.

& R .
— iSupplier Portal n * (o] [ ) | LoggedIn As BIDS@GARLANDISD.NET
' Home Favorites Seftings Worklist -

& % y B

Supplier Home Shipments Finance Product Administration | Assessments Manage Supplier Br...

Profile Management

Gensral Contact Directory : Active Contacts

Company Profile e

First Name . Last Name -~ Supplier Name & Phone Number - Email 2 Status -~ User Account Addresset Update
Organization Super Tester TEST SUPPLIER FOR GISD USE ONLY 972-487.3008 BIDS@GARLANDISD NET Current v d/
Address Book test for screen shots TEST SUPPLIER FOR GISD USE ONLY 2141234567 Current E] P
ot Dancny Test Supplier TEST SUPPLIER FOR GISD USE ONLY 9724873085 Mabooker@garlandisd.net current g 2
Business Classifications Tanya Gatewood TEST SUPPLIER FOR GISD USE ONLY tgatewoo@Garlandisd.net Current "l = _/
Product & Services To edit a contacts information Click the Pencil in under
sureys » Contact Directory : Inactive Contacts Update then fill in necessary information on this screen

then click Save. The changes will be submitted.

- a 1
iSupplier Portal n * & | Logged In A BIDS@GARLANDISDNET &)
' Home  Favorites Settings Logout

Administration: Profile Management: Address Book >

Update Address Cancel | Save
* Inaicates required field
Supplier Name TEST SUPPLIER FOR GISD USE ONLY Supplier Number 23120
Country United States ~ Phone Area Code 972
* Address Name  GARLAND Phone Number  487.3009
* nddress Line 1 501 5 JUPITER ROAD Fax Area Code 972
Address Line 2 Fax Number 4873009
Address Line 3 Email Address  Bids@Garlandisd.net
Address Line 4
City GARLAND Purchasing Address
County Payment Address
O state - () RFQ Only Address

fexfeid segment State doss not exist in tha value s2

Postal Code

Address Purpose

Fis
Purpose Remove
No results found

Note
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6.3 Contact Directory continued

D iSupplier Portal

Supplier Home

*

Favorites

(o

Settings

S
(]

Home

)

Shipments

, 8

Finance Product Administration

|

Workdist -/

Assessments

Manage Supplier Br...

Logged In As BIDS@GARLANDISD.NET

U]

Logout

Profile Management

Administration: Profile Management: Address Book =

General Contact Directory : Active Contacts
Company Profile e . . . .
FC"”:’ ! _— <o Once you have Click the Address Icon it will take you to this — ” o
irst Name 2 ast Name -~ uppli . . A ser Account resses pdate
Organization . e e o Screen. From here you can view, edit, add or delete your address - - P
Address Book to be linked to the contact. You will Click the Save to keep your _
test for screen shots TEST S| h @ _/
1 chnanges.
Contact Directory Test Supplier TESTS| 8 E 7
Business Classificaions | Tanya Gatewood TEST SUPFLIER FOR GI1SD USE ONLY toatewoo@Garlandizd net Current v El 7

Product & Services

o]

Settings

o

Logout

*

Favorites -

= A L

Logged In As BIDS@GARLANDISD.NET

GYSD-

Administration: Profile Management: Address Book > Contact Directory : Active Contacts =
Address Associations for Contact

Cancel  Save

The addresses associated with the confact can be maintained in this page.

+

Address Name
Mo resufts found.

Address Details Remove

Once you have click on the green + sign you will need to click
on the magnifying glass. You can select either Address Name
or Address Details.

(2

Settings

O

Logout

*

Favorites

a
n

Home

Logged In As BID S@GARLANDISD.NET

Administration: Profie Management: Contact Directory =

Address Associations for Contact Cancel Save

The addresses associated with the contact can be maintained in this page.

i
Address Name Address Details Remove
— s
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6.4 Business Classifications
()

= - = ° U
= iSupplier Portal n * 'm' '.' |  Logged InAs BIDS@GARLANDISD.NET o Q
' Home  Favorites - Settings « Workiist Help Logout

3 = B o (=]

Supplier Home Shipments Finance Product Administration Assessments Manage Supplier Br...

Prolfile Management Still under the Administration Icon, Click on Business Classification.
Here you can update classifications: Applicable, Certificate Number,
Certifying Agency, and Expiration Date. Once you have made your
selection click Save.

General Business Classifications

Cancel = Save
Company Profile -

Organization Certification

Address Book (O I certify that | have reviewed the classification below and they are current and accurate.

Contact Directory Last Certified 27-5ep-2013 By Super Tester

Business Classifications 1-Apr-2022
Rows 110 45

Product & Services
Classification Applicable  Minority Type Certificate Number Certifying Agency Expiration Date

Surveys 05 Alaskin Native Corporation Owned Firm o Ge
12 Local Govemnment O Y
1A Minority Institutions O Y
1B Tribally Owned Firm O Y
1D Small Agricultural Cooperative O Y
20 Foreign Ovmed and Located O )
27 Small Disadvantaged Business O )
2F State Government m} )
2R Federal Government m} )
2U Other Not for Profit Organization O )
2X For- Profit Organization O Y
31 Tribal Government O )
6D Domestic Shelter O )

1. If Minority Owned, check the applicable box and identify the Minority Type and add Certificate Number (if provided), Certifying Agency and
Expiration Date

2. If Small Business, check the applicable box and add Certificate Number (if provided), Certifying Agency and Expiration Date
3. If Women Owned, check the applicable box and add Certificate Number (if provided), Certifying Agency and Expiration Date

Whichever classification you choose, it must have the corresponding Certificate in order to be approved.
Select Save and select Product and Services.
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6.5 Products & Services

[)]]

= G 7 S Disuppner Portal

Profile Management

Supplier Home

Products and Services

General

Company Profile

Address Book

Contact Directory

Business Classifications

Product & Services

Surveys

| Code
] SUPPLIES, OFFICE FLORAL
] CONCESSIONS

SOFTWARE, COMPUTER.LIBRARY AUTOMATION

DONATIONS

DONATIONS

() INSTRUCTIONAL MATERIAL

(J FURNITURE

(J FURNITURE

A (]
(1] * £o) ) | Logged in As BIDS@GARLANDISD.NET ] O

Home Favorites -+ Settings -~ ‘Worklist

) & 1 .

Help Logout

Shipments Finance Product Administration Assessments Manage Supplier Br...

Here you can add categories that best fit your company. Click Add. THIS STEP
IS CRUCIAL, IN ORDER FOR YOUR COMPANY TO RECEIVE NOTIFI-

CATIONS OF UPCOMING BID OPPORTUNITIES.

Products and Services Date Added Approval Status

Floral 01-0ct2013 Approved
07-May-2014 Approved

Library Automation 05-Apr-2022 Approved

Donations 04-Apr-2022 Rejected

Donations 04-Apr-2022 Rejected
04-Apr-2022 Rejected
04-Apr-2022 Rejected
04-Apr-2022 Rejected

View Sub-Category

e e e e

(o]
* Iml . | Logged In As BIDS@GARLANDISD.NET o LI-)

Favorites - Settings ‘Worklist

Help Logout

Administration: Profile g

Browse All Products & Services

Search for Specific Product & Service

Product &

Add Products and Services: : (7]

Once here you can select by: Browse All Products
] & Services, Search for Specific Product & Services

Code Products and Services -~
APPAREL

CONCESSIONS

DONATIONS Donations

DONATIONS Donations

EMPLOYEE Employee

P
EQUIPMENT,

Cancel | Apply

Rows 11030

E{iew Suh{a[eguri.]Applicable
O

n

Applicable

]
Applicable

ATHLETIC

EQUIPMENT,
AUDIO VISUAL

EQUIPMENT,
COMPUTER

EQUIPMENT,
FOODSERVICE

EQUIPMENT,
INSTRUCTIONAL

D iSupplier Portal

In this example we will Browse All Products & Services.
Find Instructional Material and check off Applicable and
click Apply. By checking off Applicable, it will automatical-
ly select everything in this Category

Applicable
O

Applicable
O

Applicable
O

Applicable
@]

Applicable

39‘39‘33‘33‘513?‘

@
* o] 2 | Logged In As BIDS@GARLANDISD.NET o (0]

Favoriles Setlings - Woridist .-

Help Logout

Administration: Profile Management:

Product & Services >

Add Products and Services: : (TEST SUPPLIER FOR GISD USE ONLY)

Browse All Products & Services

) Search for Specific Product & Service

Code Products and Services -~

APPAREL

CONCESSIONS

DONATIONS Donations

DONATIONS Donations

EMPLOYEE Employee

EQUIPMENT,
ATHLETIC

EQUIPMENT,
AUDIO VISUAL

EQUIPMENT,
COMPUTER

EQUIPMENT,
FOODSERVICE

EQUIPMENT,
INSTRUCTIONAL

Cancel  Apply

Rows 110 30

View Sub-Categori... Applicable

Click on the View Sub Categories Icon - = Appicabie

[m]
Applicable
O
Applicable
[m]
Applicable
O
Applicable
d
Applicable
[m]

Applicable

N S
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6.5 Products & Services continued
&

G 7 S Dis..ppuer Portal

o3 o

Settings Workdist -

(0)

Logout

=
n

Home

| Logged InAs BIDS@GARLANDISD.NET o
Help

Favorites -

Supplier Home

Profile Management

%f

Product

1)

Shipments.

Finance Administration Assessments

Administration: Profile Management: Product & Services >

General Add Products and Services: EQUIPMENT, ATHLETIC :null (TEST SUPPLIER FOR GISD USE ONLY) Cancel  Apply
Company Profile . . .
Once you select View Sub-Category you will see the list of Rows 110 17
Organization Code Products and Services A . PR . View Sub-Categori... Applicable
all the codes associated within this Parent Category. e
Address Book BASEBALL Baseball A;Dhcab\e
Contact Directory BASKETBALL  Basketball A:‘I o
Business Classifications ‘ET
BLEACHERS Bleachers —
Product & Services AED"EED‘E
FOOTBALL Football O
Surveys Applicable
GOLF Golf -
Applicable
GOLF COURSE Golf Course A‘E[‘J"EED\E
GYMNASTICS Gymnastics A‘:‘I b
opicatic
SCOREBOAR... Scoreboards »\E;IIEED\E
SOCCER Soccer r,lg;"cab‘e
SOFTBALL Softball r’l:‘l bl
pplicable

Administration: Profile Management: Product & Services >

Add Products and Services: : (TEST SUPPLIER FOR GISD USE ONLY)

) Browse All Products & Services

Search for Specific Product & Service

‘0

Worldist <

*

Favorites

A o

Home

| Logged In As BIDS@GARLANDISD.NET o

>

(0]

Help Logout

Cancel | Apply

In this example we will Search for Specific Products & Services.

Seareh You can do a search for either Code number or Description.
earc

Please enter your search criteria and select the "Go" button to see the results. Note that the search is not case sensitive

Code
Description

Code
No results found

U:]

Go  Clear

Administration: Profile Management: Product & Services =

Add Products and Services: : (TEST SUPPLIER FOR GISD USE ONLY)

() Browse All Products & Services

Search for Specific Product & Service

Search

Description Applicable

*

Favorites -

&

Settings

Please enter your search criteria and select the "Go" button to see the results. Note that the search is not case sensitive

Code

Code
No results found.

As an example we will type in “library”, click Go. Then you will
see a list of Categories. Click on the one that applies to your
products and services then click Apply.

Applicable

| Logged In As BIDS@GARLANDISD.NET o
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6.5 Products & Services continued

— a @ I
= 4 iSupplier Portal f * 'm' ‘ | Logged InAs BIDS@GARLANDISD.NET o 0
' Home  Favorites::  Seffings:y  Workist Help Logout

Administration: Profile Management: Product & Services =

Add Products and Services: : (TEST SUPPLIER FOR GISD USE ONLY)

)
() Browse All Products & Senices

@ Search for Specific Product & Service

Search

Please enier your search criteria and select fne "Go" button o see the results. Note hat the search is nof case sensitive.

Code
Descriptonfovary In this view you can select all the Sub Categ01.1es that apply to
=T your company. Click Apply once you have finished selecting.
Code Description Applicable
FURNITURE LIBRARY Liorary
SOFTWARE, COMPUTER LIBRARY AUTOMATION Liprary Automafion
EQUIPMENT INSTRUCTIONAL LIBRARY AUTOMATION EQUIPMENT Liorary Automation Equipment 0
EQUIPMENT INSTRUCTIONAL LIBRARY EQUIPMENT Liorary Equipment 0
) :
iSupplier Portal x # ) | Logged inAs BADS@GARLANDISD.NET 0
' Favortes v Selfings v~ Worklist Help

[}, Confirmation

The following Product and Service categories have been added to your profile,

+ Library Automation Equipmant

Retum to Products and Senices _ After applying the Sub Categori?s, Click
on Return to Products and Services to go

back to the main screen.
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~. Finance

)

= o 1
| iSupplier Portal (] * (0] [ ) | Logged In As BIDS@GARLANDISD.NET o O
' Home Favorites - Settings - Workdist - Help Logout

o N % (=]

Supplier Home Shipments Finance i Assessments Manage Supplier Br...

From the Finance Icon you can look up payment information by using an
View Invoices Invoice Number and PO Number under View Invoices. Export
Simple Search Advanced Search
Invoice Number Payment Status v
PO Number Invoice Amount From To
(example - 1234) Amount Due From To
Release Number Invoice Date From e To fo
(example - 1234:2)
Payment Number Due Date From  (21-Apr-2022) [ To fe
Invoice Status v
o < —
Invoice Invoice Date Type  Currency Amount  Due Status On Hold PO Number Receipt Payment Status Payment Scheduled Payments Attachments

No search conducted

By entering in a PO Number and clicking Go. You can
access all invoices for that PO. You can also click on the
invoice number or payment number for further details.
Invoices will be listed here.

)

= ° 1
| iSupplier Portal (] * (0 [ ) | Logged In As BIDS@GARLANDISD.NET O
' Home Favorites Settings « Workdist - Logout

£ B .

Supplier Home: Shipments i Finance i i Assessments Manage Supplier Br...

. ) _ You can type in a PO Number, click Go and it will
View Invoices | View Payments | . .
pull up all payment information made on this PO.
View Payments Export
Simple Search Advanced Search

Note that the search is case insensitive

Payment Number Status Q
Ingsice Number Payment Amount From To
PO Number Payment Date From  (21-4pr-2022)  fa To Y
(example - 1234)
Release Number
(example : 1234-2)
Go  Clear
Payment Remit-to Supplier Remit-to Supplier Site Payment Date Currency Amount Method Status Status Date Bank Account Invoice PO Number

No search conducted
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iSupplier Portal At any time you need additional information. You may Click

on the Help Icon to go to the iSupplier Portal Online .

Supplier Home Shipments Finance Product Administration Assessments Manage Supplier Br...

r's

Search PO Number v Go

! Notifications Planning

Full List Oiders

« Agreements

Subject Date - Purchase Orders

No results found. - Purchase History
Shipments

= Delivery Schedules
« Overdue Receipts

!.L Orders At A Glance
Receipts

Full List
L1l « Receipts
" + Retuns
PO Number Description Order Date

No results found

« On-Time Performance
Invoices
= Invoices
Payments

« Payments

Contents  Search | View Topic

Printable F

ISupplier Portal Online Help

Introduction to Oracle iSupplier Portal ... Overview

About Oracle iSupplier Portal . . .
Wherro S T Once in the help screen, you can view and select either the Contents,

Registrati Overview Search, View Topic tabs.
Registering Suppliers
Registering Users

... Using the 1Supplier Portal Home Page
Setting Up Preferences
Searching

Order Informati Order In
Purchase Orders

iewing Purchase Orders
Printing Purchase Orders
Acknowledging Purchase Orders
Submitting Change Requests
Spliting Shipments

Using Work Confirmations
Can g Orders or Shipments
Deliverables

\ Orders
Agreements
Purchase Order Revision History
Regquest For Quotes

Viewing Time Cards

Navigating and Searching.

Shipping Information hipping I 1
Using Advance St Notices and Advance Shipment Billing Notices
Creating Advance Shipment Notices and Advance Shipment Billing Notices
Uploading Advance Shipment Notices and Advance Shi Billing Notices
Canceling Advance Shipment Notices and Advance Shipment Billing Notices
Uploading Routing Requests
Viewing Routing Responses
Viewing Delivery Schedules
Viewing Overdue Receipts
Receiving Information
Viewing Receipts
Viewing Returns
Viewing On-Time Delivery Performance
Oualitv Inf
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Serving the Communities of Garland, Rowlett & Sachse, TX

Diverse Community - Shared Vision - Exceptional Education

Garland Independent School District
Purchasing Department
Phone (972)487-3009/ Fax (972)487-3097
Email: bids@garlandisd.net
Mailing Address: PO Box 469026, Garland, Texas 75046-9026
Physical Address: 501 South Jupiter, Garland, Texas 75042
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